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How to Use Your Quick Lookup Guide 


PRODUCT NAME: DECmate II/WPS 
VERSION: 1.0 


The Quick Lookup Guide reviews the steps and keystrokes you use 

to create, edit, and print documents. To use this guide you should be 
experienced in DECmate II, Word Processing operations. Information is 
organized by word processing operations, such as cut-and-paste or search- 
and-replace. 


For detailed information on basic operations, refer to DECmate IT User’s 
Guide, Volumes 1 and 2 (AA—N563A-TA, AA—N564A-TA). This manual 
does not cover instructions for using optional features. 


The keys pictured in the text correspond to the keys on the DECmate II 
keyboard. For example: 


eH means the Gold key. 


Keystrokes are sometimes grouped together for single operations. For 
example, Gold PAGE means press the Gold key, and then press PAGE. 


An illustration of the DECmate II keyboard appears at the back of this 
guide. 


NOTE: Instructions in the Quick Lookup Guide are valid for DECmate II, 
Word Processing, Version 1.0 basic software. 


' AA-N182A-TA 
First Printing, November 1982 


The information in this document is subject to change without notice 
and should not be construed as a commitment by Digital Equipment 
Corporation. Digital Equipment Corporation assumes no responsibility 
for any errors that may appear in this document. 


The software described in this document is furnished under a license 
and may be used or copied only in ence with the terms of such 
license. 


Digital Equipment Corporation assumes no responsibility for the use 
or reliability of its software on equipment that is not supplied by 
DIGITAL. 


Copyright © 1982 by Digital. Equipment Corporation. 
All Rights Reserved. 


The postage prepaid Reader’s Comments Form on the last page of this 
document requests the user’s critical evaluation to assist us in prepar- 
ing future documentation. 


The following are trademarks of Digital Equipment Corporation: 
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Diskette Basics 


While DECmate II always has at least one two-drive system for 

5 Ys-inch diskettes, drives for 8—inch diskettes are also available. You 
can only use the 8—inch diskettes if your DECmate II has RX01 or 
RX02 diskette drives. 


5 %—Inch Diskettes 


© These are the only system diskettes you can use with DECmate II. 
© A document diskette can hold as many as 150 pages of text. 


e Text can be stored in up to 200 documents. 
8—Inch Diskettes 


© You can use 8-inch diskettes as document diskettes only. 
® Document diskettes can be either double or single density. 


® Double density document diskettes can hold as many as 225 pages 
of text. 


© Single density document diskettes can hold as many as 125 pages 
of text. 


e Text can be stored in up to 200 documents. 


Diskette Maintenance Commands 


activate Use the A option to activate an optional feature. Pressing 
A and then RETURN displays the Activate Features 
Menu. 


backup __ Use the B option to copy the contents of an entire diskette. 
The diskette receiving the copy must be the same size and 
density as the original. 


NOTE: A receiving diskette does not have to be initialized 
before using the B option. 


Diskette Basics (Cont.) 


copy 


format 


initialize 


verify 


Use the C option to copy one or more documents of a disk- 
ette. The diskette receiving the copy can be a different 
density or size. 


NOTE: A receiving diskette must be initialized before using 
the C option. 


CAUTION: You cannot format 5 '/s-inch diskettes. They are 
preformatted to double density. 


You must format an 8-inch diskette to change it from 
single to double density or vice versa. Formatting a used 
diskette deletes text already on the diskette. 


Use the FD option to format a double density 8—inch disk- 
ette on RX02 drives. FD appears on the screen only when 
RX02 drives are connected to your DECmate II. 


Use the FS option to format a single density 8—inch disk- 
ette. Use this option to go from double density to single 
density. FS appears on the screen only when RX02 drives 
are connected to your DECmate II. 


NOTE: Double density diskettes are only compatible with 
DECmate I, Version 2.0 and DECmate II, 
Version 1.0. 


Use the D option to initialize a 5 %4s—inch diskette or an 
8—inch document diskette (any density). 


Use the S option to initialize a system diskette and copy 
the software. (A system diskette must be a 5 Y%s—inch 
diskette.) 


Initializing a used diskette deletes text already on the 
diskette. 


Use the V option to check that the physical and logical 
structure of a system or document diskette is undamaged. 
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Document Basics 


Use DECmate II to organize text into documents. 


Ways to Work with a Document 


change 


copy 


create 


date 


delete 


display 
the index 


edit 


lay out 


To edit the text of a document. 

To change a document’s print settings. 

To copy individual documents. 

To merge documents. 

To copy the contents of an entire diskette. 

To create or write text in a document. 

To type the date and time at startup. 

To insert the current date and time in a document. 


To put the date and time in the top or bottom margin 
of a printed document. 


To erase a document. 
To erase all the documents on a diskette. 


To see a list of the documents on a diskette. 


To change text. 


To identify tab settings, paragraph indents, word-wrap 
indents, and the centering point in a document. 


To change document margins, spaces between columns, 
and spaces between lines. 


To change the number of lines on a page. 


Document Basics (Cont.) 


moving 
text 


paginate 


print 
rename 


save or 
store 


search- 
and- 
replace 


To move text within a document and from one document 
to another. 


To divide an entire document into pages. 


To have the document automatically paginate when 
printing. 


To print a document. 
To change the name of a document. 


To file a document. 


To find and replace every instance of a phrase. 
To find and replace a single instance of a phrase. 


To find and replace a phrase, instance by instance. 
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Creating Documents 


Use the C option (Main Menu) to create a document. 


Naming Documents 


¢ Name the document as you create it. Use a name that is not more 
than 64 characters. 


e Start the name with a letter. Use other characters after that. 


© Make the name unique. 
Typing Document Names 


© Use either uppercase or lowercase letters. 


© Use spaces between words, but not as the first or last character of a 
document name. 


© Do not use the symbols 0, [, and { as first characters, unless you 
want to write on the system diskette (drive 0). 


© You cannot use angle brackets. 


Changing Document Names 
(Editing the Index Document) 


¢ Type E (Main Menu) and the number 1 to edit document #1 (Index 
Document). 


© Change only the document name; never the document number. 
e Leave a space between the document name and document number. 
© Do not add or delete angle brackets. 


e File the index document. 


Help Menu 


The Help feature has screen messages to assist you with the Editing 
Keypad and Gold Key functions when you are in a document. 


® To use the DECmate II Help function: 


1 Press to display the Help Menu. If you do not want to 
select a function, press RETURN to return to your document. 


2 ~=Press or to put the asterisk next to your 


selection. 


Press again for information about the topic you want. 


4 Press to go back to the Help Menu. Or, press Gold 
MENU to get back to the document. 
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Editing Documents 


Use the E option to edit a document. 
Moving the Cursor in a Document 


The cursor is a marker # that indicates your position on the screen. 


The or keys tell DECmate the direction that you want 


to move the cursor through the document. 


Pressing ADVANCE moves the cursor forward and down. 
Pressing BACK UP moves the cursor backward and up. 


e To move the cursor just a few characters: 


Press or until the cursor is where you want it. 


e To move the cursor longer distances: 
Press or to set the direction and then press the 
appropriate distance key from the Editing Keypad. 


The distance keys are: 


When you press the cursor on the screen moves toward the 
beginning of the text, for the distance you specify. 


Press to move the cursor toward the end of the document. 


© To scroll continuously through the document: 


ro (=) * Be) 


¢ To stop scrolling in either direction: 


Poe OB 


Editing Documents (Cont.) 


¢ To move quickly to the bottom of a document: 


Docmt 


e To move quickly to the top of a document: 


Te 


NOTE: Gold HALT does not stop Gold TOP DOCMT, but it will stop 
Gold BOT DOCMT. Gold TOP DOCMT files the document 


and updates the version number in the index. 


Transposing Characters (SWAP) 


e To transpose or exchange reversed characters, place the cursor at the 
first of the reversed letters. 


Press Gi Enter 
<> 
Swap 


Erasing Text 


e To erase text, use or 3 or 3 


Press to erase one character at a time to the left of the 


cursor. 


Hold while pressing to erase one word at a time to 
the left of the cursor. 


Press a to erase one line at a time to the left of the 


cursor. 


. . <4) Word 
Press et and hold while pressing to erase one 


sentence at a time to the /eft of the cursor. 


Press }) to erase the character at the cursor. 


Press {te} to erase all the characters in a word from the cursor to 
the next word on its right (including spaces after a word). 


Editing Documents (Cont.) 


e To replace text that was just erased: 
Press (0) 3 o- OO ES. 


e Use in combination with to remove a large piece of 
text. 


See pages 15 to 17 for more information on cut-and-paste. 


Deleting Documents 


© To delete one document from a diskette: 
1. Type D from the Main Menu. 
2 ‘Press the space bar once. 


3 Type the name or number of the document you want to delete 
and press RETURN. 


4 Answer yes to confirm that you want to delete the document. 
Remember: Deleted documents cannot be recovered. 
© To delete all the documents on a diskette, reinitialize the diskette. 
1. Go to the Main Menu. 
2 Type MC to display the Diskette Maintenance Menu. 
3 Type D from the Diskette Maintenance Menu. 


Remember: This process deletes all the documents and initializes the 
diskette. 


Centering Text 


DECmate centers text midway between left and right margin settings 
or a centering mark in a ruler. 


e To center text as you create: 


1. Type the text. 


2 ~=Press B = : 


e To center text as you edit: 


1. Move the cursor to the character position immediately after the 
text. 


2 ~=Press eS : 


© To remove a centering mark: 


1. Move the cursor past the last visible character in the line. 


Del 
2 ~ Press ; 


Remember: If you have a centering point in your ruler, DECmate 
centers text around that point. (See page 28 for more 
information.) 
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Highlighting Text 
(Bolding, Underlining, and Uppercase) 


Highlighting Keys 


underlines text. Pe erases underlining. 
makes text bold. ie erases bolding. 
(ez) changes lowercase an changes uppercase 


letters to uppercase. letters to lowercase. 


e To highlight text as you type: 


4 Press : 


2 ‘Type the text you want highlighted. 
3. Press a highlighting key. 
© To highlight text as you edit: 


1. Move the cursor to the first character to be highlighted. 


2 ~=Press : 


3 Move the cursor past the last character to be highlighted. 
4 Press a highlighting key. 


NOTE: You can highlight backwards by doing the steps in this order: 3, 
2,1, and 4. 


Highlighting Text 
(Bolding, Underlining, and Uppercase) (Cont.) 


© To highlight text using distance keys: 
1. Move the cursor to the start of the text you want to highlight. 


2 Press a highlighting key, such as ‘ 
3 Press a distance key, such as or : 


4 Press to mark the end of the text you want highlighted. 


When underlining, if you repeatedly press WORD or TAB POS for the 
distance key in step 3, the system underlines only text, not the spaces 
between them. If you press SENT, PARA, LINE, or PAGE, the system 
underlines both text and spaces. 


NOTE: You must press after pressing a distance key. If you do 


not, the system continues to highlight text when you use any dis- 
tance key. 


© To capitalize text as you type: 


1 Press {| '* | anda red light above the Special Function Keys 
will light. 


2 ‘Type the text to be capitalized. (Only the letters are capitalized, 
not the number keys or special character keys.) 


3 Press | ' | again to resume normal typing. The red light goes 
off. 


You can also capitalize text by pressing SEL, typing the text and then 
pressing UPPER CASE. 


Or, by holding down the key. 
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Subscripts and Superscripts 


Subscript and Superscript Keys 


e To make subscript or superscript characters: 


1. Move the cursor to the first character to be changed. 


2 ~=Press : 


3 Move the cursor past the last character(s) to be changed. 


4 Prscither [| o« fs. 


Subscripts or superscripts are not displayed on the screen unless you 


press & . (See page 41.) 


¢ To cancel subscript or superscript characters: 


Do steps 1, 2 and 3. 


Press ro to cancel superscripts. 
Press a to cancel subscripts. 


Composite Characters 


Composite characters are new characters you make by combining two 
or more characters. 


Example: Combine + and _ to produce + 


e To create a composite character: 


1 
2 


Type the first character. 


Type the second character. 


Press to put the cursor at the second character. 


Dead ; P . 
Press Ed to combine them into a composite 


character. 


Repeat steps 2—4 to add other characters to the composite. You 
can combine up to 100 characters. 


All composite characters look like this # on your DECmate screen. 
They print as the combined character. 


e To separate a composite character: 


Put the cursor at the composite character indicator and press 


Dead f 
Key 


Using Cut-and-Paste 


Selecting Text to Be Cut 


e To select text for cutting: 


1. Put the cursor at the first character of the text you want to cut. 
2 Press . (This puts a select mark in the document.) 


3 Put the cursor at the first character after the text you want to 
cut. 


© To select backward: 


1 Use to position the cursor. 


2 Follow the steps above in reverse order (3, 2, 1). 


© To remove a select mark: 


Press again. 


Cutting Selected Text 


Press to cut the text with its rulers out of the document and 
put it into the paste area. 


Press sm §6to place a copy of the text in the paste area and also 
p 


leave it in the document. In this case, the original text rulers are not 
stored. 
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Using Cut-and-Paste (Conit.) 


The Paste Area 


The paste area can hold about 2 pages of text at one time. Every time 
you press or iT , the selected text goes into the 


paste area, and text in the paste area is lost. If you try to cut more 
text than the paste area can hold, DECmate will cut only as much as 
it can, leaving the remainder on the screen. 


Cut-and-Paste 


e To cut and paste text: 


1. Put the cursor at the first character of the text to be cut. 


2 ~ Press ; 


3 Advance the cursor to one position past the text to be cut. 


4 Press : 


5 Move the cursor to where you want the text to go. 


6 Press . Use Gold PASTE to carry the rulers of the text 
that was cut. 


¢ To keep text in its original place and also copy it: 


4 Follow steps 1, 2, and 3 above. 


2 For step 4, press ie) ; 


3 Continue with steps 5 and 6 above. 


Using Cut-and-Paste (Cont.) 


° To copy text with its ruler, while keeping the text in its original 
place: 


1 Follow steps 1, 2, 3, and 4 at the top of this page under cut-and- 
paste. 


2 ~ Press = at the original location. 


3 Move the cursor to the new location. 


4 Press O- ‘ 
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Searching for a Word or Phrase 


Here are all of the ways you can use DECmate to search: 


Search (Main Keyboard) 

Continue Search (Main Keyboard) 

Continue Search-and-Replace (Main Keyboard) 
Global Search-and-Replace (Editor Menu) 


In each search operation: 


e You can specify as many as 50 visible characters (including spaces) 
in the search-and-replacement phrase. 


e Type CAPITAL LETTERS to search for only CAPITAL LETTERS. 
Type lowercase letters to search for both CAPITAL and lowercase 
letters. 


@ Gold HALT cancels the search. 


Search 


e To search for a specific piece of text: 


1 Press es ; 


2 When ENTER PHRASE appears, type the text you’re searching 
for—the search phrase. 


3 Press OR to begin a forward search. 


e To search backward: 
Press after you type the search phrase. 
© To search the entire document: 


Press ie before you press Gold SRCH. 
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Searching for a Word or Phrase (Cont.) 


Continue Search 


e To find the next occurrence of the same word or phrase: 


Press a to search for the same phrase in the same 


direction. 


NOTE: Gold CONT SRCH makes DECmate search either forward or 


backward and continues in the direction first started. 


Continue Search-and-Replace 


e To find and replace a phrase: 


1 
2 


Press : 


Type the replacement phrase—the text you want the phrase 
changed to. 


Press [@§ . (The replacement phrase is stored in the paste 


area.) 


Press Zz . When ENTER PHRASE appears, type 


the text you’re searching for—the search phrase. 


Press wi . DECmate finds the first occurrence of the 
search phrase and selects it. 


Press a . The replacement phrase goes in place of 
the search phrase. 


NOTE: Gold CONT SRCH & SEL works only in the forward direction. 
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To find and replace other instances of the phrase, repeat steps 5 
and 6 until you reach the end of the document. 
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Searching for a Word or Phrase (Cont.) 


Global Search-and-Replace 


© To search for and replace every occurrence of a word or phrase in a 
document: 


1 Position the cursor before the first occurrence of the word or 
phrase. 


Or, press i} to get to the top of the document. 
Press ae to display the Editor Menu. 

Type GS (Global Search and Replace) and press : 
Type the search phrase and press ‘ 

Type the replacement girane and press ; 


o enter the replacement phrase before displaying the Editor Menu: 
1 Press and type the replacement phrase. 


2 ~ Press 


3 Follow steps 2—4 (Global Search-and-Replace). 


4H oa KR WwW DN 


4 Instead of step 5 (Global Search-and-Replace), press to 
have the replacement phrase entered into the document. 


e To delete the search phrase without substituting a replacement 
phrase: 


Press when the Global Search Menu asks for the replacement 


word or phrase. 


NOTE: Global Search only searches forward. 
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Searching for a Page 


Go-To-Page 


Go-to-Page helps you locate a specific page in a paginated document 
quickly. (See page 30 for information on pagination.) Go-to-Page works 
in both forward and backward directions. 


¢ To locate a specific page in a document: 


1 Press ce ‘ 


2 When ENTER PHRASE appears, press : 


3 When Enter Page Number appears, type the number of the page 
you want to locate. 


Then press . (The cursor is positioned at the top of the 


specified page.) 
© To advance or back up a specific number of pages: 
1 Follow steps 1 and 2 above. 
2 When Enter Page Number appears: 


a. Type + and the number of pages you want to advance. 
Example: +4. 


b. Type — and the number of pages you want to back up. 
Example: —3. 


NOTE: If the original documents or edits have not been created on either 
DECmate I, Version 2.0, or DECmate II, Version 1.0 software, 
scroll through the entire document before using Go-to-Page. 
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Copying Documenis 


Use DECmate in any one of three different ways to copy documents: 


Copy Document (Diskette Maintenance Menu) 
Gold GET DOCMT (Main Keyboard) 
BACKUP Copy of Diskette (Diskette Maintenance Menu) 


Copy Document 


e To make a copy of one or more documents and save the original 
document: 


1. Type MC from the Main Menu. 


2 Type C (copy document) from the Diskette Maintenance Menu 


and press , 


3 At the next screen display, 


e Type A to copy all the documents on the diskette. 
e Type S to copy some documents on the diskette. 
e Type O to copy one document on the diskette. 


NOTE: With 8-inch diskettes, you can copy documents from single 
density diskettes to double density diskettes and vice versa with 
the Copy Document (C) option. You can copy documents between 
8—-inch diskettes and 5/s-inch diskettes. 


Gold GET DOCMT 


e To copy a document while creating or editing another document 
(either within the same diskette or between two diskettes): 


1 Position the cursor at the point in the document where you want 
to add text. 


Get 
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Copying Documenis (Cont.) 


3 Type the name or number of the document you want to copy and 


press (sm) 
e To stop the Gold GET DOCMT operation, press & , 


NOTE: With 8-inch diskettes, you can copy documents from single 
density to double density diskettes and vice versa with the Gold 
GET DOCMT operation. You can Gold GET DOCMT between 
8-inch diskettes and 5'/1-inch diskettes. 


Backup Copy 
e To copy all the documents on a diskette to another diskette, use two 
5 Ys-inch diskettes; or use two 8-inch diskettes of the same density. 
1 Type MC from the Main Menu. 
2 Type B (make BACK UP copy) from the Diskette Maintenance 
Menu and press : 
With a two-drive system (2 diskettes): 


3 Put the diskette with the documents you want to back up into 
drive 1. 


4 Remove the system diskette from drive 0. 
5 Put the diskette to receive a copy of the documents into drive 0. 


If there are more than two drives, DECmate asks you for the drive 
numbers. 


Remember: A new diskette does not have to be initialized before using 
the B option. 


With 8—inch diskettes, the diskettes must be the same 
density when using the B option. (You cannot back up 
from an 8-inch to a 5'/-inch diskette.) 
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Using Rulers 


You format the text with margin and tab settings in the rulers. Once 
set, the margins and tabs stay the same until you either set another 
ruler or until the end of the document. 


DECmate has rulers for 79 character positions and 158 character posi- 
tions (wide ruler). 


© To change a ruler: 


1. Move the cursor to the left margin of the first line you want the 
new ruler to format. 


2 ~=Press ie to display the current ruler. 


3 To add a setting: ADVANCE or BACK UP the cursor to where 
you want to add the setting and type the letter. If there can be 
only one setting, the old setting is removed when you type the 
new one. 


4 To remove a setting: ADVANCE or BACK UP the cursor to the 
setting and press the space bar. 


5 To resume editing or creating: 


Press to embed Press 


the new ruler in the to return to the docu- 
document. ment without changing 
the current ruler. 


NOTE: After you change a ruler, advance the cursor to the end of the 
text affected by the changed ruler. 


Twenty settings maximum in a regular ruler (maximum 79 columns or 
character positions) for printing on paper up to 8% inches wide. 
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Using Rulers (Cont.) 


Forty settings maximum in a wide ruler (maximum 158 character posi- 
tions) for printing on wide paper up to 14 inches wide. 


e To remove a ruler: Move the cursor to the line below the ruler you 
want to remove. Display the ruler. Make the settings the same as 
those of the previous text ruler. 


Wide Ruler Settings 


e To use a wide ruler (more than 79 characters): 
1 Display the ruler. 
2 Move the cursor to column 80. A wide ruler is displayed. 


3 Enter the desired setting(s). 


Storing Rulers 


You can store 10 rulers using DECmate keyboard numbers 0 — 9. The 
ruler you store under setting 0 is the standard ruler. You can change 
the rulers any time. 


e To store rulers: 


1 Press ia ‘ 


Enter the settings you want. 


2 
3 Hold and press a number key (0 — 9). 
4 
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Using Rulers (Cont.) 


© To access stored rulers: 


1 Press a ‘ 


2 Type the number key (0 — 9) of the ruler you want. 


Ruler Examples 


Displayed Ruler 


When you press os to display a ruler, you can see that it 


contains dots marking character positions or columns. 
1 2 =a 4 5 


poet tee ee Deere bee ee De eee terete Deere bere eee ee tana e O 


L R 


Embedded Ruler 


Once embedded in a document, rulers appear on the screen. Notice how 
each ruler setting affects the text. 


Wide Ruler 


A wide ruler has as many as 158 character positions. Using a wide 
ruler affects the appearance of text on your screen. The display 
compresses and shifts horizontally to show text beyond character 
position 80. 


26 


) 


11 3 


133433 33 54 3993329 23 


4 


A’ A 


Using Rulers (Cont.) 


e Make sure you print on paper wide enough for the text you want to 
print. 


¢ If the ruler in the document is wider than 132 characters, the pitch 
setting, Pl, must be set to 12 or more. 


e A draft printer can print documents with a maximum width of 132 
characters. 


Word Wraps 


A word-wrap indent (W) indents each line except the first line of a par- 
agraph. DECmate will continue to word-wrap indent the text until you 
press RETURN. Then, the text you type on the next line will not be 
indented. Word wraps are especially useful when constructing vertical 
lists. 


L--W--------------------------------------------------- R 

1 The first point of discussion involves the Proposed 
budget for next fiscal year. (RETURN) 

2 The second issue to be discussed is the new hiring 
Policy, 


Paragraph Markers 


Use paragraph markers (P) to indent only the first line of a paragraph. 
End each paragraph (or start a new one) by pressing Gold PARA 
MARKER. 


The DECmate II is a desktop computer system designed 
for the small computer system market. Besides its general 
business caPpability,s the DECmate II can also be used as a 
Stand-alone word Processor. 
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Using Rulers (Cont.) 


Tabs 


There are three kinds of tabs: 1) T marks a left-justified tab stop; 2) > 
marks a right-justified tab stop; 3) . marks a decimal aligned tab stop. 


L---T ----------------- }o-------------- toe cee eee R 
Item 1 19,000 100,25 
Item 2 250 +73 
Item 3 Fe Zo 


Centered Text 


Gold CENTER automatically centers text between the left and right 
margins. To specify a different centering point for text, use a C in your 


ruler. Type the text and then press = 


L--------------- C-------------------------------------- R 
The information in 
this column is 
centered around the C, 


(See page 10 for more information about centering text.) 


Margin Settings 


Left-Margin Settings Right-Margin Settings 
L=single spacing R=ragged-right margin 
F='2-line spacing J=right-justified text 


N=1'4-line spacing 
D=double spacing 


H=hyphenation zone (See page 39.) 


NOTE: All of these settings, with the exception of the H, affect the print- 
out, but do not affect the screen display except in the number of 
characters on a line. 
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Using Rulers (Cont.) 


e Regardless of the left-margin setting, all text on the screen appears 
single spaced. On printouts, however, you see the effects of left- and 
right-margin settings in rulers. 


e Right-margin settings do not affect the appearance of text on the 
screen except in the number of characters on a line. (Wide rulers are 
the only other exception.) , 
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Dividing a Document into Pages 


Pagination means dividing a document into pages. You can decide 
what text to print on each page, or you can let DECmate do it for you. 
DECmate has two types of pagination methods: manual and automatic. 
(See page 34 for page numbering.) 


Manual Pagination Operations: 


Gold PAGE (Editing Keypad) 
Gold PAGE MARKER (Main Keyboard) 
Gold NEW PAGE (Main Keyboard) 


Gold PAGE 


e To place page-end marks manually, according to the number of lines 
in the Current Text (CT) setting: 


1. Move the cursor to the start of the text you are going to 
paginate. 


2 ~ Press S . DECmate counts lines and inserts a 
PAGE MARKER. 


3 If you don’t like the position of the PAGE MARKER, move the 
cursor back one or two lines. 


4 Press on to put a new PAGE MARKER in the text. 
5 Repeat steps 2, 3, and 4 to the end of the document. 


6 Type NO to the AP prompt on the Print Menu when you print 
the document. 
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Dividing a Document into Pages (Cont.) 


Gold PAGE MARKER 


e To place page-end marks manually anywhere in a document: 

Press ia ' 
Remember to type NO to the AP prompt when you print the document. 
Gold NEW PAGE 


© To place page markers manually anywhere in a document: 


Press iy each time you want to have a page break. 
You can leave AP set at YES when you print the document. 


Automatic Pagination Operations: 


Automatic Gold PAGE (Editor Menu) 
Automatic Pagination (Print Menu) 


Automatic Gold PAGE (Editor Menu) 


The PG option (automatic Gold PAGE) on the Editor Menu allows you 
to place page-end marks automatically in a document. 


© To place page-end marks automatically throughout your document: 


1 Start at the top of your document, or at the first PAGE 
MARKER. 


2 Press i) to display the Editor Menu. 


Set the Current Text (CT) size to the number of lines per page 
that you want. 
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Dividing a Document into Pages (Cont.) 


3 When the CT setting is correct, select PG (Editor Menu). 


Then press . 


4 ‘Type NO to the AP prompt when you print the document. 
e To stop automatic Gold PAGE: 


Press i ‘ 


Remember: If you manually enter a page-end mark in a document 
(either by pressing Gold PAGE, Gold PAGE MARKER, or 
Gold NEW PAGE), automatic Gold PAGE starts counting 
lines again at that point. 


Automatic Pagination (Print Menu) 


DECmate automatically paginates a document as you print it. 


e Type YES to the AP prompt when you print the document. 
Repagination 


Repaginate a document after you edit it. Repaginate all pages that you 
change starting at the last page break before the change. 


Remember: If you have paginated a document using Gold PAGE, Gold 
PAGE MARKER, or automatic Gold PAGE, and then you 
changed the Current Text (CT) setting, repaginate the en- 
tire document before printing to make sure you have the 
correct page breaks. 


32 


| 


133939 313113 3 3131939 13 «21~«285 


331 3 


J 


Dividing a Document into Pages (Cont.) 


Page Layout 


Page layout information applies to both manual and automatic pagina- 
tion. The system is set for 11-inch paper with 1—inch margins at top 
and bottom. You can change these settings for individual documents on 
the Print and Editor Menus. 


™M + CT + BM s PS 


top current bottom page 

current margin text margin size 
text (Print (Editor (Print (Print 
Menu) Menu) Menu) Menu) 


bottom margin 


NOTE: < means equal to or less than. 
All settings are measured in lines—6 lines to the inch. 


Example: TM6 + CT 54 + BM 6 = PS 66 
(lin. + Qin. + lin. = 11in) 


PS=66 for 11-inch paper; PS=84 for 14~inch paper. 
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Creating Headers and Footers 


You have 6 lines in the top margin and 6 lines in the bottom margin 
when you use the standard page size (PS=66). To print a header (a 
date) or a footer (a page number), use control commands. 


Keywords 


TOP: 


BOTTOM: 


RESET: 


SECTION: 


COMMENT: 


for text at the top of every page (header). Pressing 
RETURN twice in step 5 separates the header from the 
body of text by two lines. 


for text at the bottom of every page (footer). Pressing 
RETURN twice in step 3 separates the footer from the 
text by two lines. 


resets the page numbers (\p) to the IP setting or to the 
number typed following the RESET command. 


increases the section number by 1 each time it is used 
within the same document. A number can be typed 
following the SECTION command. An \s must appear in 
the header or footer for the number to print. 


text you want read by anyone who is going to edit the 
document. This text is not printed; it appears only on 
the screen. 


To create control commands: 


1 Press . DECmate inserts a START CONTROL 


marker in the document. 


2 Type the keyword: TOP, BOTTOM, RESET, COMMENT, or 
SECTION. (There can be only one keyword in a control block.) 


3. Press . 


34 


Creating Headers and Footers (Cont.) 


Type any text required by the keyword you used. 


Press 


Press by again. (You have then put an END 
CONTROL mark in the document.) 
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Multicolumn Printing 


Type text for multicolumn printing in one continuous column. Use 
control commands to specify multicolumn printing. You must use a 
letter quality printer, but do not use an automatic sheet feeder for 
multicolumn printing. 


© To type text for multicolumn printing: 


1. Move the cursor to where you want to start multicolumn 
printing. 

2 Type a multicolumn control command with the number of 
columns you want. (To create control commands, see pages 34 
and 35.) 

Example: 

Wet beeteiienceneee es START CONTROL -------------------- 

multi 

3 


oon -- oe ----- END CONTROL --------------------- 


NOTE: You cannot use more than 10 columns. 
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Display the ruler and set the right margin to the width of the 
widest column. Make the columns narrow enough to fit on the 
page with space to separate them. Press RETURN to embed the 
ruler. 


Type the text. 


Paginate the document. Each PAGE MARKER or NEW PAGE 
mark indicates the start of a new column. (In the example 
above, three columns appear on one page.) 


File the document. 


When you print the document, use the Column Margin (CM) 
setting (in the Print Menu) to indicate the number of spaces 
between columns. 


rrqyrqdrsyrygyypy3yyt+wyywy3yrIyi4tyt1t1ty34i4ay 


Multicolumn Printing (Cont. 


e To edit text and put it in multicolumn format: 


Follow steps 1, 2, and 3. At step 4, ADVANCE through the text to 
rewrap the text into narrow lines. Continue with steps 5 through 7. 


e To create a table using multicolumn printing with column lengths 
and widths that vary: 


1. Move the cursor to where you want to start multicolumn 
printing. 

2 Type a multicolumn control command with the number of 
columns you want. 

Example: 

Saat Se ea Rianne renin START GONTREL =<<0ssemmonvn enn 

multi 

3 


ah ce ec eects i, a 


NOTE: You cannot use more than 10 columns. 


3 


Display the ruler and set the right margin to the width of the 
widest column. Make the columns narrow enough to fit on the 
page with space to separate them. Press RETURN to embed 
the ruler. 


Type the text to go in the first column. Press RETURN. 


Press ww : 
Type the text to go in the second column, using a new ruler, if 
needed. 


Press Bo again. Continue steps 6 and 7 


until you reach the last column. 
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Multicolumn Printing (Cont) 


8 Type text to go in the column, using a new ruler if needed, but 
do not insert a NEW PAGE mark after the last column. Press 
RETURNs to put spaces between the last lines of the columns 
you’ve just completed. Now, insert the same multicolumn control 
command that was used in step 2. This returns the printer to 
the leftmost column just below the last line of the first column. 


9 Repeat steps 4-8 for each column to the end of your table. 


If you want full-width text to follow, type a multicolumn control com- 
mand (as in step 2) but do not include a number for columns. This can- 
cels multicolumn printing. 
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Hyphenating Words 


Typing Hyphens in Text 


Nonbreaking hyphens (=) are always visible. If any part of the 


word extends beyond the right margin, the entire word moves to the 
next line. Use it for phone numbers and other text that must not 
break at the hyphen. 


Breaking hyphens SB are always visible. If part of a 


hyphenated word extends beyond right margin, the word divides 
after the hyphen (for example, right-handed). 


Invisible hyphens hw mark syllables in long 


Hold Down 
words. If the word extends beyond the right margin, DECmate in- 
serts a hyphen and wraps the rest of the word to the next line. Only 
then is the hyphen visible. 


Hyphenation Zone in Ruler 


The hyphenation zone beep lets you know that you are near the end of 
a line of text and may want to hyphenate. Use the hyphenation zone in 
conjunction with HYPH PUSH and Gold HYPH PULL. (See Hyphenat- 
ing Words During Pagination on page 40.) 


To mark a hyphenation zone in the ruler: 


1 Put an H setting in the ruler 5 to 10 spaces before the right 
margin. 
1 2 3 4 Fe) 


rere bee e es Oven toaneeDecea tare Oren ataaeeGQencne S aqanee @ 


L. H R 
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Hyphenating Words (Cont.) 


2 Ifthe beeper sounds while you're typing a word, finish typing 
the word. 


Hyph Push 
3. Press (} until enough characters for a syllable are pushed 
back to the previous line. 


4 To pull characters from the previous line and add them to the 


start of the next line, press ie ) ‘ 


NOTE: You do not have to have an H in the ruler to use HY PH PUSH 
and Gold HYPH PULL. 


® To hyphenate words during pagination: 
If you are using a hyphenation zone and the beeper sounds while 
Hyph Push 


using pagination PG or Gold PAGE, use to push characters 


back to the previous line. Then, finish paginating the document. 


You can ignore the beep and continue paginating if the word will not 
hyphenate properly. 
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Viewing Text 


View mode shows you all the characters and format markers in a 
document. 


Press fei to enter view mode. 


Press to advance one line, but stay in view mode. 


Press ec again to return to normal. 


Viewing Subscripts and Superscripts 


Ke Ke Ke Ke 

Viewed a A q Q 
(subscript) (boldfaced (superscript) (boldfaced 
subscript) superscript) 

: 2 2 

Printed Xo Xy xX x 


Viewing Hyphens 


Example View 

call 555-1212 nonbreaking hyphen call 555-1212 

jury-rigged breaking hyphen jury-rigged 

compound invisible hyphen earnest 
(between m and p) / 


At 


Viewing Text (Cont.) 


View Mode 


Symbol 
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Meaning 

hard return 
word-wrap return 
horizontal tab 

soft spaces 
paragraph marker 
centering mark 


composite character 


~ bottom of document 


Jy331373i7437f 3 7 
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Printing Documents 


Basic Print Commands 


© To print a document, type P (Main Menu). Type the name or number 
of the document you want to print. 


© To stop the printer, type S (Main Menu). Typing S also displays the 
Stop Printer Menu. 


© To resume printing, type R (Main, Editor, or Stop Printer Menu). 


Store and Retrieve Print Settings 


© To store the print settings displayed on the Print Menu: 
1 Type SS (Print Menu). 
Press the space bar once. 


Type the key (0-9) under which you want to store the settings. 
Reserve the key 0 for your system default print settings. 


4 Press | eum 


¢ To retrieve stored print settings for use in a document you are about 
to print: 


1 Type RS (Print Menu). 
2 Do steps 2—4 above, and type the number key for the settings 
that you have stored. 


Stop Printer Menu 


e To resume printing, type R. 


¢ To advance the printer to the next sheet of paper, type N. 
43 


Printing Documents (Cont.) 


e To stop printing the current document, type S. 


e To cancel printing at the end of the current page, type P. Printing 
continues until the end of the page. 


e To reprint the current document from the beginning, type B. 


e To back up a number of pages and reprint the document from that 
point, type T, press the space bar, and indicate the number of pages 
you want to back up. 


e To list the documents waiting to print, type L. 


Stopping the Printer from the Print Menu 


¢ The SE setting on page 2 of the Print Menu allows you to stop the 
printer. 


© To stop the printer before printing the first page of a document, type 
SE First. 


© To stop the printer before every page of a document, type SE Yes. 


To resume printing after the printer is stopped, type R from the Main 
Menu, Editor Menu, or Stop Printer Menu. 


Commands Used with an Automatic Sheet Feeder 


If you have an automatic sheet feeder attached to your printer, use the 
following commands on page 2 of the Print Menu. 


© Type SE FRONT to have paper fed from the front tray. SE NO has the 
same effect as SE FRONT. 


© Type SE REAR to have paper fed from the rear tray. 


© Type SE ALT to have the first sheet fed from the front tray and the 
rest fed from the rear. 
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Shortcuts 


Library and Abbreviation Documents 


Use DECmate to store and retrieve text. To save time, you can create 
and store frequently used phrases and paragraphs in an abbreviation 
document and a library document. (It’s a good idea to reserve document 
0.2 for your abbreviation document and document 0.3 for your library 
document.) 


Abbreviation Document 


Use the abbreviation document to store words or phrases. For example, 
you might often use your company name in letters and memos. 


Create or edit the abbreviation document as you would a standard doc- 
ument. If the abbreviation document is not 0.2, use the AD option from 
the editor menu to specify the abbreviation document. 


Put the name into an abbreviation document this way: 
<{ditsDigital Equipment Corporation: 


The two-character abbreviation is di (uppercase or lowercase) and is 
enclosed in double angle brackets. End the phrase with << if you do 
not want the text followed by a hard return. 


While creating or editing another document, call text from the abbrevi- 
ation document in this way: 


1 Press ee : 


2 ‘Type the two-character abbreviation of any entry. Uppercase and 
lowercase letters must match. Do not type the angle brackets. 
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Shortcuts (Cont.) 


Library Document 


Use the library document for text that you use often. Create or edit 
this document as you would any other. If the library document is not 
0.3, use the LD option from the editor menu to specify the library 
document. 


Here is an example of a paragraph that you might use frequently: 


£fopening?>Thank you for your interest in our company: As 
the owner of a small businesss you are already aware of 
the time and money you spent writing sales agreements» 
letters+s Proposals and contracts.%¢ 


In library documents, words enclosed in angle brackets are called short 
names. They can be from 1 to 16 characters long and must be typed 
within double angle brackets <<>>. End the text with <<, if you do 
not want the text to be followed by a hard return. Put rulers on the 
line below the short name for text that requires a format change. 


While creating or editing another document, you can call text from the 
library document in the following manner: 


1 Press € . 


2 ‘Type the short name. Uppercase and lowercase letters must 
match. Do not type the angle brackets. 


3 Press 


Your abbreviation and library documents may contain many entries. 
Print these documents as a ready reference. 
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Shortcuts (Cont.) 


User-Defined Keys (UDKs) 


A user-defined key (UDK) is a sequence of keystrokes stored in a 
numbered key (0 to 9). Press only the Gold key and a number to imple- 
ment the sequence of keystrokes automatically. In all, 224 keystrokes 
can be used in 10 UDKs. UDKs are stored on your DECmate system 
diskette. 


e To define a UDK: 


1. Select the User-Defined Key option (DK) from the Main Menu 
or the Editor Menu. 


2 Enter the number of the UDK you are defining (any number 
from 0 to 9). 


3 Type the exact sequence of keystrokes you wish to store. 


4 Press @ to store the UDK. 


e To change a UDK: 


To make a correction to a UDK while you are creating it, press the 
Gold key and the number of that UDK. 


To redefine an existing UDK, you must retype the entire UDK. (The 
first keystroke erases the old definition.) 


NOTE: You cannot include a UDK in the definition of itself. For exam- 
ple, UDK 1 cannot include Gold 1 as one of its automatic key- 
strokes. It can, however, include other legal UDKs. 
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Shortcuts (Cont.) 


e To use a UDK: 
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While in a document, press the UDK (Gold and the appropriate num- 
ber). The sequence of steps stored in the UDK takes place automati- 
cally. Gold HALT stops a UDK. 


UDKs are very useful to initiate list processing. You can include the 
document name, the form name, and the specification name in your 

UDK as well as the printing instructions. isin 
Screen 


To keep a printed record of your stored UDKs, use the (_} key. 


1. Type DK and the number of the UDK you want. (The UDK is 
now on the screen.) 


Print 
Screen 


2 Press ( } : 
3 Press B [-\ to save the UDK. 
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